SAC

Standard Performance Appraisal Communication Environment

Establishing a Performance Plan — Supervisor

» Creating a Performance Plan

» Duplicating a Plan from another Employee’s Current Performance Year Plan

» Duplicating a Plan from a Prior Performance Year Plan

» Creating a Performance Plan

1. Log into SPACE using the Systems Launcher on the Human Resources (HR) Portal:

https://hr.nasa.gov/
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Standard Performance Appraisal Communication Environment (SPACE)

'
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& systems Guide

SPACE s an aatomated performance management tool hat Is fully compliant with the requiremeats of the NASA Employes Pertormance Communication

Establish Plan

Chick a Name  Status 0429/201307/31/2013 1101720130

2013 0SA01/2014-0550/2014  05/01/2014-05/30/2014

o Employee
P Signature

To access your direct-reports/employees’s
performance info: Click the Supervisor View Tab

To view your performance plan: Click Your
Performance Plan

Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN).

www.nasa.gov
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Standard Performance Appraisal Communication Environment

2. Click the Supervisor View tab (if not already selected)

# ey
NATIONAL AERONAUTICS | peniin Wescome: Lo
AAND SPACE ADMINISTRATION
— — e =

Standard Performance Appraisal Communication Environment (SPACE)

SPACE is an automated performance management tool that is fully compliant with the requirements of the NASA Employee Performance Communication

System (EPCS
Your Performance Plan

Select View: 84 -~ OFFICE OF HUMAN CAP MANAGEMENT [¥]  Select Performance Year: 2014 1/2013 - 04 14 -

Covy Periirmanee P Establish Plan Midpoint Review Final Rating Awards

Click a Name  Status 04/29/2013-07/31/2013 11/01/2013-0/31/2013  05/01/2014-05/30/2014  05/01/2014-05/30/2014

Employee
' signature

PRIVACY ACT NOTICE
« Prmatom o himamn ACH AL Asmrn wi Can Covtate

» mcy Py & ppatant nnces IPALL tncienm Unrage anet Tenchad
ML Abvasny Counct SALE Tocnncn Varage Van Bom.aket

3. Select an employee whose status is Plan Not Started (click on Name)

Supervisor View Your Performance Plan

NT [¥]  Select Performance Year: 2014 1/2013 - 04/30/2014 i3

Select View: | B4 -- OFFICE OF HUMA

Establish Plan Midpoint Review Final Rating

Click a Name  Status 04/29/2013-07/31/2013 11/01/2013-01/31/2013  05/01/2014-05/30/2014  05/01/2014-05/30/2014

4. Inthe Plan Summary tab, click Select next to Create a New Performance Plan

Performance Yoar 2014 (05/01/2013 . 04072014) Performance Plan for PERRY, DEBARA signed by TBO on T8O and TBD on TBO.

‘ Plan Summary ) Employee Provided | Supervisor | Progress Review(s) | Final Rating | Historical Plans
Notes

¢ Accomplishments

bulldings-nadacnance.nlan by selecting one of the following:

Create a new performance plan

N puplicate from another employees current performance year plan

5. Add a Critical Element using one of the three following methods:
a. Using the Element Library

i. Click Select in the Job Title section next to Choose Critical Element Based on
Job Title
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Standard Performance Appraisal Communication Environment

Reports oot | o

Standard Performance Appraisal Communication Environment (SPACE)

Add a new Critical Element to Debara Perry (B4)'s Performance Plan for 2014

Search
To search the ibrary of Critical Elements for your Center, enter a key phrase or key words separated by a comma.

Create a new Critical Element b

1 Choose Critcal Element based on job titie (ADMIN SUPPORT ASSISTANT)

Custom
2 Create your own Critical Element

ii. Click Select for one of the Critical Elements in the list

Standard Performance Appraisal Communication Envi ment (SPACE)

Add a new Critical Element to Debara Perry (B4)'s Performance Plan for 2014

Search
To search the kbrary of Critical Elements for your Center, enter a key phrase or key words separated by a comma

Enter search term

Create a new Critical Element by selecting one of the following options

Job Title

BN | 1 Choose Critical Element based on job fitle (ADMIN SUPPORT ASSISTANT)

Compose office correspondence; review outgoing comespondence for corect format, grammar. punctuation, and speliing SELECT
Design, organize. and mantain office fiing systems SELECT

SELECT

Greet waitors and direct witors 10 stall members when necessary

Maintain office calendars. schedule appointments based on knowledge of supervisor’s interest and commitments SELECT

Prapars travel raquests and vouchers and all associated actions and documantation. scheduls transportation, make hotel ressnvations. and mantain
schedule of wsits.

Participates in programyproject reviews and readjustment of money. schedules, and work for accomplishing the programy/project

SELECT

Custom

2 Create your own Critical Element

o

iii. See Steps 6-10 for Clarifying Notes, Strategic Alignment, and SAVE
instructions.

b. Using the Search feature

i. Enter a term in the Enter search terms... field

ii. Click the Search button
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Standard Performance Appraisal Communication Environment

Search

To search the library of Critical Elements for your Center, enter a key phrase or key words separated by a comma

Create a new Critical Element by selecting one of the following options:

Job Title

XN 1 Choose Critical Element based on job title (ADMIN SUPPORT ASSISTANT)

Custom
EXER > Create your own Criical Element

e
iii. Select from one of the following options:

1. Click Select in the Job Title section next to Choose Critical Element
Based on Job Title

Add a new Critical Element to Debara Perry (B4)'s Performance Plan for 2014

The below results are for searching on keyword(s) Travel

Search

To search the ibrary of Critical Elements for your Center, enter a key phrase of key words separated by a comma

Create a new Cntical Element by selecting one of the following options:

Job Title

Choose Critical Element based on search results of all job tiles.

~4~JH’V\ Resulls (2)

User Provided
SR 2 choose Critical Element based on user entered Critical Elements

Search Results (0)

2. Click Select in the User Provided section next to Choose Critical
Element on user entered Critical Elements

iv. Click Select for one of the Critical Elements in the list

Create a new Critical Element by selecting one of the following options:

Job Title
G | 1. choose Critical Element based on search resuls of all job litles:

Prepare travel requests and vouchers and all associated activns and documentation, schedule rans partation. make holel resenations, and maintain
schedule of vists

Asmange travel verty axpanses. prepars vouchars. Maintan calendar of events, metings. due dates. and schedules, anange. and schadule a vansty of
mastings Rasponds to genaral requests forinformation kom clients and visiors, iterpeating basic legal sendces. policies. rules and regulations, to
assist in proper routing of paople and actions for eficient rasolution of lgal matters o of concarms and complaints

v. See Steps 6-10 for Clarifying Notes, Strategic Alignment, and SAVE
instructions.

c. Using a Custom Element

When a Supervisor creates a i. Click Select in the Custom section next to Create your own Critical Element
Custom Critical Element for an
employee, the Custom Critical

Create a new Critical Element by selecting one of the following oplions:

Job Title
Element is saved in SPACE Iibrary 1. Choose Critical Element based on job title (ADMIN SUPPORT ASSISTANT)
and available to use at any time. Custor

2 Create your own Crifical Element.

The supervisor and
administrative officer can access ===
Custom Critical Elements by

using the Search Critical Element Page 4 of 10
feature.
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Standard Performance Appraisal Communication Environment

Enter your custom element in the text field provided

iii. Click Save Record

Create a new Critical Element by selecting one of the following options

Job Titie
1. Choase Critical Element based on job title (ADMIN SUPPORT ASSISTANT)
Custom

KGN | > Create your own Critical Element

Click 1o Expand / Contract

EXAMPLE?????
TS YL i L Fortrandy + Fontsas
= A®-|mQ® - &8

6. Enter textin the Clarifying Notes text field

Add Ratings Standard(s) to Debara Perry (B4)'s Performance Plan for 2014

Critical Element
Prepare and d all actions and
reservations, and maintain schedule of visits.

schedule make hotel

Clarifying Notes

Enter clanfying information that provides specific details related to the above element

Please Note: When pasting from Microsoft Word, use the “Paste From Word” icon below the edtor

EXAMPLE????

JG@ WDy | FEEWE S remm * PontPamdy o PontSie
® AR mOg-al®

Enter text in the Strategic Alignment text field

8. Click Next Page

Strategic Alignment
Enter text below 10 idertify the Agency/Organizational Strategic Goaks) and/or Objective(s) to which the Critical Element aligns. Al least one
Critical Element must demonstrate such alignment

Please Note: When pasting from Microsoft Word, use the “Paste From Word" icon below the editor

EXAMPLE????

JM@A (TR U S AW S roma
" A% =%

- Fontfady v Fortsoe v

—

9. Review the model standards and indicators and make appropriate updates in the Level 5 and Level 3
text fields, respectively

ilw

10. Click Save Record
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Performance Standarss and indicators,

EnterPertormance Standaras atLevel 3 nd indicaorsat Leve! o s Element fmodel Standaras andior indcaors are shown,
customize them 5o hey are sufciently specic for e employee and he element or follow Center-3pi

e test el
# Rating Lover Pertormance Wamdarts ¥ and indiatoes ¥
|PERFORMANCE [NDICATORS:  The following indicators may apply to all employees.
wmmu«w-mmium rocording them in the text
[Creativity, Innovation, and Originality
. an exceptionafly hgh Innoraton ana creanty 3
[Problem Solving
« Aniicipates and idenses petential iasues Mt may impact compleson of work devises and canies out
effective plans 1o manage such challenges, Incuding adjuskents 1o proriies and work schedules
« Develops and implements highty successiu soluions to comple prodlems or situations
s
lIndependence/ Autonomy
« Damonstrates unusually IGh Infatve and 3utonomy while CORAUING 10 3chieve 34 e1pectatons for
reguiar autes
(Customer Service
* Produces a1aregh ateof customers3tatacson wich ary elecs tavasly oo i emplorees
organzaton mission
« Exceptional customer semce in Mcult siuatons =
JBBE TR U EEEE EE e e i -
= Ag- =02 iw
Pooots € comctanons Purtommance Stomtarts

RFQAMA/ AN The following standards may apply to all employees. Supervisors
mmmmmuﬁmmmmmm—-hmnmmm
« Complstes work 35 instructed. n accordance wih prescrived guidslines and imetrames

« Actvely participates in meetings and projects

o 15 ateam player

« Communicates efschvely with suDenors, pears sudordinates and customers

« May exceed some performance 1 ents but not nough 1o meat e Accompiished level

JRBE TR U EEAW EE e ten o wim o
e Ag- =g 2w

[Pt o bekone that axpect e for Loved 3

11. As needed, click Add Additional Element
a. Repeat step 5 - 11 until all Critical Elements have been entered

12. Click Complete Plan (NOTE: Non-supervisory employees must have a minimum of TWO critical
elements and at least one is aligned to a strategic goal).

Performance Year 2014 (06/01/2013 - 04/30/2014) Performance Plan for PERRY, DEBARA signed by TBD on TBD and TBD on TBD.

Plan Summary | Employee Provided | Supervisor | Progress Review(s) | Final Rating | Historical Plans

Accomplishments Notes
Reviewed
Remove By
Critical Element(s) Requirement ElementEmployee
To View / Modify an element’s details, click on the element name
1. Travel Example Strategic 9
Alignment -
2. Design, organize, and maintain office filing systems. Strategic ;_
Alignment

== e o EE)
13. Review the completed Plan
14. Click Notify Employee

15. See Supervisory How-to-Guide called Completing & Signing a Performance
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oo
NATIONAL AERONAUTICS i —
AND SPAGE ADMINISTRATION
= Napor Retoroos Guites e =

Standard Performance Appraisal Communication Environment (SPACE)

Critical Elements
Boment 1; Trovel Example Stuatege Asgrment
. (kK 1o Colapee
+ Adiionsl Clrtiving dermetion,

x

Hirategic Algnment

swategic erangie

[ Ratng Love Performance Standards & and indcators §

Substantively Excesds Expectations Pertormance Indcators
PERFORMANCE INDICATORS: The following indicators may apply to all employees.
'Supervisors also may customize indicators for each element, recording them in the text
ffield below:
(Creativity, Innovation, and Originality

+ Demonstrates an exceptionally hgh degree of orginaly. innovation and creathity
Problem Solving

B SRS

—TTrE—

Performance below that expected for Level 3

J &a% T-3 /) EEIWEE® P
= et s S
Empioyee
Comment:
s o
SACE ¢ ot e et e
SCE Secms g v
+ NASA Portal
‘ * MR Portal Weicome: Lois

Standard Performance Appraisal Communication Environment (SPACE)

Email notifying the employee that his/her Performance Plan is ready for review has been sent.

SPACE is an tool that is fully with the of the NASA
System (EPCS).

Select View

OFFICE OF HUMAN CAPITAL MANAGEMENT . Select Performance Year: 2014 (05/01/2013 - 04/30/2014) |»

Py Pmuones P Establish Plan Midpoint Review Final Rating Awards
Click a Name  Status 04/29/2013-07/31/2013  11/01/2013-01/31/2013  05/01/2014-05/30/2014 05/01/2014-05/30/2014
Employee

ACKSON, ANNA

Signature

Plan Not

Started

Employee
Review

PERRY, DEBARA

Set

SPRUILL, KAREN Performance

Meeting
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> Duplicating a Plan from another Employee’s Current Performance Year Plan

1. Log into SPACE using the Systems Launcher on the Human Resources (HR) Portal:
https://hr.nasa.gov/

Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN).
2. Click the Supervisor View tab (if not already selected)

3. Select an employee whose status is Plan Not Started

4. Inthe Plan Summary tab, click Select next to Duplicate from another employees current
performance year plan

‘ Plan Summary ) Employee Provided | Supervisor | Progress Review(s) | Final Rating | Historical Plans
Accomplishments Notes

Start building a performance plan by selecting one of the following:

EXB Create a new performance plan

Dupl'cate from another employees current performance year plan

5. Click the radio button next to the employee’s name from which you would like to duplicate the current
year’s performance plan

The copy performance plan functionality is used to copy an employee's current Performance Plan to Karen Koch (B4) Performance Plan.

+ Step 1: Choose one from the to list by clicking the radio button next to the corresponding employee name.
+ Step 2: Choose Copy Button

Copy Performance Plan From:

~ Jacl
“ Pern
© Smi
“ Spn
“ You
D ——
= &N
o —

6. Click Copy Plan

7. As needed, refer to Step 11 in the Creating a Performance Plan job aid above to add additional
elements

Page 8 of 10
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8. Click Complete Plan

6. Coordinates training and development programs within the Strategic e
Directorate. Alignment =
7. Provides strategic leadership and management integration of Strategic 1-_

Center planning activities and partnership development initiatives to  Alignment
enable LARC as a multiuser spaceport supporting both Government

and commercial launch providers and their customers. Responsible

for Center land use planning and execution, development of

spaceport infrastructure and business strategies, and the

preparation and coordination of a LARC Master Plan with NASA

organizations and external stakeholders. Responsible for the

development, negotiation, and coordination of proposed real estate
agreements with public and private entities for use of LARC land

and facilities.

= D B 5 S

9. Review the completed Plan

10. Click Notify Employee

stakeholders. Responsible for the dewelopment, negotiation, and
coordination of proposed real estate agreements with public and private
entities for use of LARC land and facilities.

Additional Clarifying Information:
Assignments for this year: Project X

Strateqgic Alignment
Aligned to Agency Strategic Goal #

Employee Comment:

= E=

11. See Supervisory How-to-Guide called Completing & Signing a Performance

» Duplicating a Plan from a Prior Performance Year Plan

1. Log into SPACE using the Systems Launcher on the Human Resources (HR) Portal:
https://hr.nasa.qov/

Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN).
2. Click the Supervisor View tab (if not already selected)
3. Select an employee whose status is Plan Not Started

4. Inthe Plan Summary tab, click Select next to Duplicate from prior performance year plan

Page 9 of 10
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5. Click the radio button corresponding with the performance year from which you would like to duplicate
the Plan

6. Click Copy Plan

7. As needed, refer to Step 11 in the Creating a Performance Plan job aid above to add additional
elements

8. Click Complete Plan
9. Review the completed Plan
10. Click Notify Employee

11. See Supervisory How-to-Guide called Completing & Signing a Performance
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